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shall be his responsibility to develop and put into effect procedures for
carrying out the personnel policies of the agency; to participate in the
preparation of and to administer the classification and compensation plans;
to maintain personnel records of all personnel employed in the agency
and records of all personnel actions; to request certifications of eligibles
by the Merit System Supervisor; to report to the Supervisor on the
selection of eligibles, promotions, salary advancements, demotions, trans-
fers, dismissals, resignations, and all types of appointments; to recommend
to the appointing authorities, on the basis of reports received from the
supervisory official concerned, the retention or termination of probationary
appointees at the close of the probationary period; to provide and ad-
minister a system of service ratings; to make a report to the State
Director at least annually on the personnel activities of the agency,
a copy of which shall be filed with the Council; to notify the Supervisor,
as promptly as practicable, regarding vacancies which may occur in the
agency; to maintain a record of annual and sick leave on all employees,
notifying the supervisors in charge at intervals of the amount of accumu-
lations; to certify for payment the semi-monthly personnel salary pay-
rolls for county and state office personnel and to perform such other
duties as are prescribed by the Rule or the agency.
Paragraph 2. The point of contact or relationship of the agency with
all of its units is through the personnel office and any transaction, per-
taining 'to personnel, between the Merit System Office and any part of
the agency is transmitted through the agency's personnel office.
ARTICLE III. CLASSIFICATION PLAN
Section 1. Preparation
The State department shall maintain a comprehensive classification
plan for all positions covered under the merit system. The plan shall be
based on investigation and analysis of the duties and responsibilities of
each position and each position shall be allocated to its proper class in
the classification plan. The plan shall be developed after consultation
with supervisory officials, classification specialists, and persons technicsl-
ly familiar with the character of the work. When complete, the classi-
fication plan shall include for each class of position an appropriate title,
a description of the duties and responsibilities and the minimum require-
ments of training, experience, and other qualifications.
Section 2. Adoption of Plan
The plan and revisions shall be submitted to the State Board for
consideration, approval, and adoption. The Merit System Council may
review and make recommendations. Class titles established in the plan'
shall be used in all personnel and financial records of the agency, as well
as in all examination procedures.
Section 3. Revision
Revision of the classification plan may be necessitated at any time by
a change in organization or a change in the duties and responsibilities
of a position. When the duties and responsibilities of a position change
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